
L 

I b- 
7 . -  J , -2 - 

I - c  

~ 
----_a 

5 '?-C 
GEORGIA DEPARTMENT OF HUM& R E W I A C f S  

OFFICE OF ADMINISTRATWE SERVICES 
RECORDS MANAGEMENT UNIT IT - ____ __- -. - -- - - ____ - 

For instructions on completing t h i s  form mntact DHR Recards &nsgemnt Unit. 47 frlnity Avenue, Atlanta, Georgia 
30334. Phone. (404) 6564976 GIST: 2214983 
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I. R-dr % r i m  Description Thu fib mg&indthi blf3ki$&CuI?mnts linclud. form numben n d  titles, HanyJ: Attach mrnples of the ~. file.- 

3 . I .- 

DWJrlpntr;ce$pg,to: 
. . .  . b -. ' ,::, . -. .~ 

tnduded are: Form 1078 (Recip ts  and kxperiditures- Requests For Funds) ;:. Form .1182 (Coun.ty . - 

,fotpl 1.1.86 "(Butget. +penad .had ~Redou+Suwary (MH/MR) ; "Form 1187 (Budget Expense and. 
Rcsdrce Approprh t fonr  &quedt) r '  f&@ 1192 (Income and Eipendftdre Report (Public MR -7 
Day Training Line Item Budget) ; %orm'.5405 (Request F?r'&idg6t Revirion) ; :Form 5410 .: 1; 
(Budpet Expense and Resource Summary) ; Form 5411 (County Budget~.Pcrroa8L-Se~ices) ; ~. :. '; 
Form 5412 (County Budget Items Other Than Perronal Servicea) ;--~FOrm 5413 (Cauatp Budget. 
Non-Participating 1t.os) ; Form 5551 ( T i t l e  XX Qual i ty  -Control Finding) ... ; Unwnnbeted 
Po-- Cammunity nh4R Budget A l loc i t i on ;  Buaget Recomeendations ; Day h a i n i n g h f o r k  
Ac t iv i ty  Center Active Serv ice  Report;  
Contract For Servicer  and Addendums; 

w n  to  ing  and reviewing fund. rpent  by Gounty kiR Day Serv ice  center. 
.... . ... . .. ? =, ~I I . .  - C ?  7, dl .. XF., " :  h-.- :-, ., . ~ .J 

, I  
.+c:,, - . ? F .  

..... Pudget ,Ity-s! ethq,r Th18n p p o n q l  -Servfcea) ; Form 1183 ,(County Budget Personal Services)  

Contract 'bendmeht r  ; Contract X n f o r u t i o n  Sheet ;  
Requert For Contract  Approval; (5ec ---_-- Continuation Sheel 

Th. fib i s  arranped : Alphabetic811y by M€l/NR County M y  Service  Center 
, i . <:.:,\ ~ .. 

. a  ::, ;!q 
.' 

. . . . .  . ..*:: ;i 'I : .. - l--___l___ ~ - ~. 
< L. Monthly Refereno R n a  kbw often YI q r d i  nferrbci to which un: 

; S M n  to -1- menthr old ' ; Thirpwn to m t y 4 w r  month8 old 
, .  ~ * .  

. . . . .  
Dn !o six.lrunths old ~ 

nLr&.f& months end older .- 7 ;  
- .__ _____I_ ~ 

. .  
I. Annwl Ram of Aaumulnion or RKordr 

. L.rrer-ai?Qdrnven ; Lagal4a drnVen -- : S o l ~  ~=~ ; Othar I W f y J  --- . 
I .. . .  
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1. Amr0U.d D t ~ ~ ~ J t i o n  lnrtruchona Thu .gcncy ncxunmnndr that the f i le o r i e l  b cut off at the end of &: 



%--A#?  pl icat iod For Retention Schedule ’ Page 2 

#7 Included Are; (cootd) 

Contract Picuncial Annex; Rental Agreement; Equipment L h t i n p ;  Equlpeot mpenditurea; 
Inventory and Supplemental Equipment Expaaditurer; Related Document#, and Correspondence. 

I -_. ---- 
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APPLICATION FOR RECORDS RETENTION SCHEDULE 
*LND C( ,SZOR~ 

.. _------~ ~- 
INSTRUCTIONS: See Pub l id ion  No. 76-0M-? for instrunions on mmpletinb 
Department of Archives and History. Recards Management Division, 330 Capitol Avenue. Atlanta, Georgia, 30334. 
Anention: !jchedulina %xion. 

I .. 
656-6370 Budd Hughes A s s i s t a n t  Division Director 

a. 
b. 
c 0 A m n d  A i h a t i o n  No. __ ChedcOne: ci C a e :  0 Suaercede: 0 Void 

- -. _ _  _- _-I_-___- - -^__ -. ~ 

3. A d o n  Requested 
E Establin Retention Shedule; r e a d  will continue to accumulate. 
0 Dirposa of present aaumulation; no further accumulation anticipated. - .  

i. D m i o f  Sarias 
Earlien Laten 
1973 I Present Mental R e t a r d a t i o n  T r a i n i n g  Center Budget and F i s c a l  F i l e s  

5. Division and  mica Function 1 s  record Sni- i s  crca&l? 
T h e  Division o f  Mental Health & Mental R e t a r d a t i o n  a d m i n i s t e r s  the menta l  h e a l t h ,  mental  
r e t a r d a t i o n  and other deve lopmenta l  d i s a b i l i t i e s .  drug abuse ,  a l c o h o l i s m ,  and t r a i n i n g  and 
r e s e a r c h  programs. 
a d m i n i s t r a t i o n  of the S t a t e  mental  h o s p i t a l s ,  r e h a b i l i t a t i o n  and r e t a r d a t i o n  centers. 

The  Mental R e t a r d a t i o n  Section i s  one of the programmati5 sections of the'Division o f  Menta 
Heal th  and: Mental R e t a r d a t i o n .  ' The Mental R e t a r d a t i o n  Section offers s p e c i a l i z e d  services 
( p r i m a r i 1 y ; f o c u s i n g  on the m e n t a l l y  r e tarded  within the I Q range  of 0-55) admin i s t e red  
through a comprehensive s y s t e m  of i n s t i t u t i o n a l  and  community service programs. 
i z e d  services a r e  prov ided  through the f o l l o w i n g  major programs; 1)  Day T r a i n i n g  and Work 
A c t i v i t y  Programs. 2 )  Group Homes, 3 )  I n s t i t u t i o n a l  Services, 4 )  F a m i l y  Care Homes a n d  
5 )  Foster Grandparent Programs. 

7. R e d  Series Dcscripzion 

5. Records Srier Titie 1folIowed by n'de u d  in OW&; if d i f f p  

T h i s  Division is also  concerned w i t h  community menta l  h e a l t h ,  and the 

The special- 

. .  
_____ 1~- L_---- 

T h i s  f i le contains the following documents findude form numbersand ur/es, if any]: 
A n a d  samples of the  file. 

Documenn relating to: the m n i  t o r i n g  and review of .  f u n d s  s p e n t  b y  Mental R e t a r d a t i o n  T r a i n i n g  
Centers. 

lndudeci b u t  not l i m i t e d  t o  a r e :  
., 

1. County Budget Summary OAS(6)-60 
2. County Budget Personal  Services ORS(6)-61 
3. County Budget I t e m s  O t h e r  Than Personal Services -0AS(6)-62 
4. County Budget Non-Par t i c ipa t ing  I tem OAS(6)-63 

6.  R e c e i p t s  and Expend i  tures-Reques t  for F u n d s  bCS/SSS(2)-138 

~- . . .  5. C o u n t y  Budget  Revisions OAS(6)-80 . .  

7. Equipment E x p e n d i t u r e s ,  I n v e n t o r y  and Supplemental  Equipment E x p e n d i t u r e s  ,. ~ ~ 

(continued - Page 3)~,5,\ . -  
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File isar*nged: c h r o n o l o g i c a l l y  b y  y e a r  thereunder  a l p h a b e t i c a l l y  by coun ty .  

. .  -. 
- -- 1_1~ 

I enthty  Aeferencs Rat. How often are records referred to which are: 

. S e w  to twelve months old -I---; 10 Thirrren to rwmry-four months old - 5 .  - , 1 0  One to six monrhr old 
twenw-five months and older 2, 

.- . .  



a. ~ t a t i ~ w  -Yean. d. Audit period - - - I_ years. 
5 b. Stltum of limitation - -,years. c. Administrative netd ' ----years. 
3 c F d m l I a w  - years. f. Federal rstention inmaions - y e a n  

Am& mpy or ex- of law) or regulations. Explain qdrninimative need. 
2 CFR 54.308, 54.309 Retention P e r i o d :  3 y e a r s  f r o m  d a t e  o f  submission of annua l  or 
i n a l  report (or i n  the c a s e  o f  nonexpendab le  p r o p e r t y ,  3 y e a r s  a f t e r  f i n a l  d i s p o s i t i o n  of 
u c h  p r o p e r t y ) ,  or i f  F e d e r a l  a u d i t  not comple t ed  a t  end of 3 y e a r s ,  until r e s o l u t i o n  of a l l  
u d i t  q u e s t i o n s .  

I2 Appro& Disposition Inmuctioru 
---._I______ ___I c__________I____ __ 

This agency recommends tha t  t h ~  fi le series be cut off a t  the end of each: 

0 CalmdarYesr: FixalYerr: 0 Other _.  
- _ _ ~ _ _  then. 

IB Hold in the current files area rnonth(s) ' 2 yeadd; then 
0 Transfer to loel holding area; hold -.-year(sl: then 
(B Transfer to S t a n  Recards Center: hold L - - - - y e a r ( s ) ;  then 
CJ D-v. 
0 Transfer to Smts Archives for permanent rerention. 
0 0- (Specisvl 

Thcsr inmua'ons apply to a l l  prior and future accumulations of :he series. 

Harnmendatiom in para- 
,aph 12 are approved. 
'f disappmvcd, anad,  l e n u  
f explanation.) 



Df-mrttment of Human R e s o u r c e s  

t3en ta l  R e t a r d a t i o n  Section 
47 T r i n i t y  A v e n u e ,  Rm. 542-H 
A t l a n t a ,  G e o r g i a  

I' 
T 
I Division of Mental Health 6 Menta l  R e t a r d a t i o n  

- 
17 c o n t i n u e d  

8 .  
9. 

10. 
11. 
12. 
13. 

C o n t r a c t  I n f o r m  t ion Sheet 
R e n t a l  R g r e s m e n t  
C o n t r a c t  for  Services and A d d e n d u m  
R e q u e s t  f o r  C o n t r a c t  A p p r o v a l  
C o n t r a c t  F i n a n c i a l  A n n e x  
and  S i m i l a r  and  r e l a t e d  d o c u m e n t s  

Page  3 



. < t P  

OFFICE OF THE SECRETARY OF =ATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 
PLlCATlON FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See &blication No. 7E-RM-1 for instructions on completini this form. Forward signed original-to 
Department of Archi& a d  History, Records Management Division. 333 Capitol Avenue. Atlanta, Georgia. 30334. 
Amntion: Schedulina haion. 

FOR AGENCY USE 
4policamon Dan 

1. Agenw Addresa FOR RECORDS MANAGEMENT USE 
-tication Numb.r Department  of Human Resources 

J u n e  11, 1976 

. 4 '  l.- 

bppliarion Number 

DHR- 6's I _  

3. Monthly Rdrreno Rate How often are records referred to which are: 

76- 2qS Division o f  Mental Health & Mental R e t a r d .  
Mental R e t a r d a t i o n  S e c t i o n  
47 T r i n i t y  Avenue ,  Rm. 542-H Dam Recalved Dan Completed 
A t l a n t a ,  Ga. I I L  2 9 BE5 R !  - 3 1376 

5 ; Seven to twelve months old lo ; Thirteen to twenty-four months old 10 
. twenty-five months and older 

One to six months old 
7- 

4. O m s  of Series 
Earliost Latest 

1973  I Present 

5. Remrds Satiu Tde l f o l l w d  by tide ussd in office; if different/ 

Mental R e t a r d a t i o n  T r a i n i n g  Center Budget  and F i sca l  F i l e s  



,,-- -- - - 
X O  I 10. Questionnaire (Placa an "X" in the wow r wlumn) 

a. Is th is the official copy of tha series? 

es contaln con 

t. Istha infcrmarione~ntainedie*everwklibd? I f v w  mov. C e r t a i n  S t a t i s t i c a l  a r e a s  
g. I#-  madon on cy,,inp in this r r iesever~n&zed md/w mcordf I a summ d r e p o n  

. .  X - 8 %  .- - 4nc luded .  i DHR p n n u a l  R e p o r t  
er a i n  p a r t s  t o  ound i n  mont l y  a n n u 3  summary X If v-. 

1. A.tmrlon Rwinrnenta The foilawing requires tha series to be kept: 

years. 
5 years. 

Yaao. 

8. % t * b W  mn. d. Audit priod 
b. S t a m  of limitation years. e. Administrative need 
c Federallaw WWS. 

Attach copy or excwt of laws or regulations. Explain administrative meed. 

f. Federal retention inmuctions 3 

2 CFR 54.308, 54.309 Retention Per iod :  3 y e a r s  from d a t e  of s u b m i s s i o n  o f  annual  or 
i n a l  report (or i n  the c a s e  of nonexpendable  p r o p e r t y ,  3 y e a r s  a f t e r  f i n a l  d i s p o s i t i o n  o f  
uch p r o p e r t y ) ,  or i f  F e d e r a l  a u d i t  not comple ted  a t  end of 3 y e a r s ,  u n t i l  r e s o l u t i o n  of a l l  
u d i  t q u e s  ti ons . 
I2 m v e d  Dl~sitiion Instrumions thisrgenw recommends that rho file series be cut off a t  the end of each: 

0 Calendar Yew: Fiscal Year: 0 Othw then, 
- 
QI Hold in tho current fik area 
0 Trandw to local holding area: hold 
rS Transfer to Staa Records Canter: hold 3 yeads): then 
Q D m v .  
0 Transfer to Stam Ardlives for permanent retention. 
0 othrr tspecityl 

month(s) 2 yeark); then 
year(r); then 

Them instructions apply to all prior and future accumulations of the series. .J 

lecommendationr in pa- 
raph 12 are approved. 
If disappmved, am& l a m  
f explanatim.l 
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Department  of Human R e s o u r c e s  
Division of Mental  Heal th  & Mental  R e t a r d a t i o n  
Mental  R e t a r d a t i o n  S e c t i o n  
47 T r i n i t y  Avenue ,  Rm. 542-X 
A t l a n t a ,  Georg ia  

#7 c o n t i n u e d  

8. C o n t r a c t  I n f o r m a t i o n  S h e e t  
9.  R e n t a l  Agreement  

10.. C o n t r a c t  for S e r v i c e s  and A d d e n d u m  
11. R e q u e s t  f o r  Contract Approva l  
12. C o n t r a c t  Financial Annex 
13. and S i m i l a r  and r e l a t e d  documents  

Page 3 


